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1 0  PURPOSE 

This document provides dlrection for the preparation revision and issuance o f  RMRS policies dlrectives manuals 
procedures msmctions and job-aids RMRS documents are mtended to 

Easy to use 
Easy to change and revise 
Wntten to the skill o f  the user 
Free o f  unnecessary requlrements 

The process control unplemented by this procedure is depicted m Appendw 1 Document Process Flow Diagram 

This procedure lmplements portions o f  DOE Order 5700 6C Quality Assurance 10 CFR 830 120 Quality 
Assurance Requlrements 1 MAN 001 SDRM Site Documents Requlrement Manual and Sections 6 1 4 6 4 6 5 
and 6 5 2 o f  the RMRS Quality Assurance Program Descnption (RMRS QAPD 001) 

0 2  SCOPE 

This document applies to RMRS personnel mvolved m the preparatioduse of  RMRS documents for quality 
affecting activities or processes This procedure only applies to documents bemg developed for use withm RMRS 
or RMRS subcontracted services Documents with Site applicable requlrernents and direction shall be prepared 
revised and issued m accordance with the provisions of  1 MAN 00 1 SDRM Site Documents Requlrement 
Manual It is at the responsible manageris discretion to determme the type of  document needed The extent of  detail 
and prescnptiveness m RMRS documents is contmgent on 

0 

0 

0 

0 

0 

0 

The operations or activities relative unportance to safety safeguards and secunty 
The magnitude of any hazard mvolved in conductmg the operation or activity 
The life cycle stage of a facility or activity 
The programmattc mission of a facility or.activity 
Particular charactenstics o f  a facility or activity 
Any other relevant factors specifically to d u d e  the competence of the mdwiduals performlng the activitv 

This procedure does not apply to correspondence or documents developed by organizanons outside of RMRS This 
procedure does not apply to plans or reports and other documents not identified above which are developed 
revised reviewed approved and issued at the manager s discretion unless other controls apply 
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3 DEFINITIONS 

Nett: %timuons provided b i n  an spec& to ttus pn>cedure 
Quality Assuraoa Glossary of Terms, found in tbe Site Q d u y  Assclrance Manrrel or tn the SDaM Glossary ot 
Terms 

other OBIQIte f e r n  may be located m tbe a 

Docmnenu that evldence the deveiqmmnt, r e v ~ w  ccmcmmx approval. 
revision and control of a do cum en^ The hrstory file includes the drafts subm~tted for renew, ~omspondence 
documenung reviews, j~sufrcatroa for revrsron(s) to the docutnent, any wdkabon * enlv-docuwenaPtwet 

Form0601 A3 CoamlkdlhcummtReb the completed  para^^ reaew comment nsolution documt~auoa 
an eiecuomc copy of the document, and the Conuohi Document checklrst. 

m - 
Wlth St& appli&tlity UIcIUdes pEosrams or f equmme~ tlpt RFETS 

employees must follow regardless of compaay affiilla~on The pmgmtm may be owned by sub-conuactm but 
are approved by K H (Approved Site-applrable documents, devetopcB by RMRS ae fonvamkd to RMRS 
Document Cow01 for submiual u) Site Document Conmi 1 

i 

i 



PREPARATION A\;D C O h i O L  
OF RMRS DOCLWEXTS 

QX 05 01 
Revision 0 

Policv RMRS policies are written core value statements signed bv from the RMRS President to all emploLees to 
express senior management s expectatlons for conducting business at RFETS 

Procedure RMRS procedures are a written documents that set forth the responsibilities and methodologies for 
performing a process with complex steps and/or a moderate to high potentlal nsk hazard and/or consequence 4 
procedure may conmn wntten instructions to conduct operations evoluhons tests or to respond to abnormal or 
emergencv situatlons or annunciators or alarms for alarm panels 4drmnistrative procedures descnbe the actions and 
responsibiliues for performing activities that establish management and programmatlc controls for RMRS 
Technical procedures descnbe the actlons and responsibilltles for perfomng actlvitles that include but are not 
limited to productlon operatlon surveillance of equipment and facilities and mintenance 

IRM). Th~s is a functlonal descnptlon used to represent the manager who is responsible for 
developing documents 

V e n f i c a n o n a n d o n  V ( V&Vl A process wherebv a technical procedure is tested to ensure sufficient detal 
exists to support adequate consistent, and effective completlon of the task descnbed in the procedure 
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RESPONSIBILITIES 

Appoint knowledgeable personnel to develop documents for acuviues and processes 
Ensure appointed personnel are aware of and understand the requlrements of th~s procedure 
Ensure that affected organmuons are included in the review of documents including ESH&Q and any 
applicable Site safety commttees or boards 
Approve documents developed w i h  their orgmzation 

Functlonal 

Are accountable for the safety and qualitv of acuvities performed in accordance with documents 
Participate in the review of documents 
Ensure personnel attend mining as required 

ComDllance 

Assist responsible managers in developing revising reviewing and controlling documents 
Pnor to approval review documents as requested to ensure that applicable laws regulatlons and orders have 
been incorporated 

ESH&O 

Pnor to approval review all documents to ensure that appropnate health safety and quality controls have been 
incorporated 
Provide waning for documents as requested by the RM 

e 

0 Issue RMRS controlled documents 
0 

e 

Assign log and track RMRS document numbers (controlled and uncontrolled) 

Mantam the master document and DHF for the current revision 
Issue and transmt the master document and DHF of previous revisions to the RMRS Records Center 
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Are ~ S l b l e  for the quahty and !safety of aCUVltleS they perform 
Use docupacnts as prescribed, rtncl laeonsa mmagement of spy d&&nucs xkdied within a document 
Repose new documents, orchanges, tomanagement forcoasidaatron 
Fulfill role as document mgiaetor and/or perfam acuvlties icRntiAed in this document as asslgned by 
management. 

0 

5 INSTRUCTIONS 

The process control uryllemcnted by ths procedure is depicted in Appedx I aocwAortt Pmess  Flow Bagram 

5 1  P 
[f J The RM derennrnes dt4e document to be developed bas Site-appkaMity If &e document is Site 

applicable the RM develops w revises tbe document in accmhce wtb tbe provlsioas of the SDRM 
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[2] The RM should utllize the definitlon SeCuon of this procedure tor determining the 
scope and content of manuals procedures and instructions The SDRM may also be 
considered for determining appropnate content and scope 
[3] The RM shall ensure that documents idenufy the forms and documents resulting 
from the unplementauon of the document as a Quality Assurance (QA) a Non QA 
record andlor a CERCLA Administrauve Record 
Guidance on establishing the categones are provided in 1 V41 RM 001 Records 
Management Guidance tor Records Sources 2 G18 ER ADM 17 01 Records Capture 
and Transmittal 2 N96 ER ADM 17 09 Records Idenuficauon hellminary 
Preparauon and Creauon Retenuon durauon locauon and final disposiuon 
requuements must also be descnbed in the records Secuon of the procedure 
[4]The onginator should have the document rewewed by peers prior to submmng to the 
manager far approval or before dtsmbuung far review by orher groups within RMRS 
All reviews should be documented and include comments comment resoluuon and 
m e a t  resoluuon concurrence 

5 4 1 Identification 
[ 11 The RM shall idenufy RMRS organizauons affected by the document Organizauons 
affected include those who use the document, supply a mated  service or data in accordance 
with the document, or receive a Service product, or data in accordance with the document 
[2] All documents wtll be submitted to the ESH&Q and Compliance organizauon for review 
and comment resoluuon pnor to approval 
[3] All documents developed to unplement site applicable requuements must be reviewed and 
concurred with by the cognizant K H Oversight organizauon 

[ 11 The RM shall assemble a review package consisung of the document, in draft form a 
review and comment sheet, and related conunuatlon page (Ref SDRM Appendix 2) and 
correspondence uansmitung the document for review The transmittal correspondence shall 
include as a minunum dismbuuon to affected organizauons a descnption ot the change or 
dnvers iniuaung a need for the document, a due date for reviewers to submit comments d 
statement concerning dtsposiuon of comments received after the due date and a definiuon ot 
comment types (Ref Appendix 4) 
Transmit for Review 
[ 11 The RM shall transmit the review package to the affected organizauons and when possible 
allow two weeks for mad delivery review and return of comments 
Review and Comment 
[I] The affected organizauon will dismbute the document as deemed appropnate to provide lor  
review and comment To prevent extraneous comment resoluuon when possible reviews 
should be limited to essenual individuals involved in the process or acuvity covered by the 
document When possible comments should not be provided on the borders or margins of thc 
daument Comments received on borders or margins will be considered as general commenh 
To ensure comments are considered every effort shall be made to meet the comment due &IL 

Comments received after the due date and not resolved 
organizauons from concumng with the document Late comments will be resolved dunng Lhc 
next scheduled revision 

P4 - 
q 

5 4 2 Assemble Package 

5 4 3 

5 4 4 

preclude reviewing 

5 5  
5 5 1 Comment DispontrodConcurrence 

[ 11 The RM will incorporate comments as appropnate and comment review forms will be 
retamed in the DHF Concurrence will be obmned for the resoluuon of mandatory commcnh 

I 

5 
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Tabk 1 
RMRS DOCUMENT HIERARCHY 

or a~trvlty 

*Not part of dm AuthonzaWnt 08~18. 
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5 6  

5 8  

5 9  

V a l i U  
5 6 1 Verification 

[I] The RM shall conduct and document a venficauon review for new and revised technical 
procedures Documented reviews shall be retamed in the DHF The following items should be 
considered as a minunum 

(OSR)/TSR/OSHA applicability 
Operauonal Safety Analysis (OSA)/Operauonal Safety Requirements 

Ability to complete the task as wntten 
Accurate dlrecuons for form compleuon 
Complete correct, and avalable references 
Complete and accurate DHF package 

A venficauon checklist in Appendix 9 of the SDRM may be used for venficauon review 
documentauon 

[ 11 For new or revised technical procedures the RM shall conduct and document a validauon 
review pnor to-approval The RM assigns a validator to perform a sunulated or actual walkdown 
of the document to determine whether the document can be correctly safely and effecuvely 
performed A Validauon Checklist (idenufied in Appendrx 8 of the SDRM) may be used for 
documenung the review The documented review shall be mntsuned in the DHF 

5 6 2  Valrdarion 

v Reviews 
[I] For all new or revised technical procedures the Rh4 shall obmn an SESNSQD process review in 

accordance with 1 C10 NSM 04 03 Safety Evaluauon Screen and 1 C11 NSM 04 05 Unreviewed 
Safety Question Determinauon Technical procedures may be exempted from the SES/USQD process If 
they meet the requlrements of 1 CIO NSM 04 03 Appendm 1 Categoncal Exclusion from the 
SESIUSQD Review Rocess Documented evidence of screening acuviues or exempuon determinauon 
shall be retamed in rhe DHF 
[2] The RM shall iniuate an Independent Safety Review (ISR) (formerly known as Operations Review 
Committee [ORC] review) for all new or revised technical procedures ISRs $hall be pertormed in 

accordance with 1 52000 ADM 02 01 Operations Review Requlrements Daumented evidenu 01 I I K I  
will be remned in the DHF 

Review 
[ 11 The RM should consider having documents extensively revised as a result ot internal or extenid 
reviews V&V reviews safety screens or ISRs resubmitted for review and comment 
[2] Pnor to issue the RM will consider the document for classificauon in accordance with the Site 
Secunty Manual 

ADDroval 
[l] Mter resoluuon of comments appropnate concmnce and any requlred safety review comment 
resoluuon the RM shall obmn a review for classificauon as requmd and approve the document 
Approval authonty for documents is depicted in Table 1 Approval documentauon includmg 
correspondence shall be retsuned in the DHF 
[2] Documents become effecuve on the date indicated on the first page The RM and organizauon 
managers should agree on the effecuve date to allow for necessary m n i n g  pnor to the effecuve date 

-e/- 
[ I] Traniny for effecuve unplementauon of RMRS documents wlll be considered on a case by case 
basis by the RM and other managers affected by the document. Wbere base competency requms 
craning i t  should be coordrnated with the RMRS mnmg organmuon The RM is shall parucipate in 

detining craning ceruficauon and qualificauon requlrements for the document generated 
[2] After approval of the document, the RM shall assemble the master document and DHF (ref Section 
3 definihon? and formally transmit the package to RMRS Document Conrrol 
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[3] With the excepuon of Job-Ads. all acuve documents must bave a conmlled drstnbuuon 
[4] Controlled distnbuuolls wiU be facilitated by RMRS Documat Contml uslng tmsmttal recelpt 
achrowledgment forms Conoolted dtstnbuuon should be extended to tbc Site Stpndards Management 
organizauon 
[5) RMRS Document Conmt will ream the master docurneot aad DHF ut a one hour fme rated cabinet 

RECORDS 

'he follomog documents are 1 1 1 i u a ~  processed or maintamed as a nsult of Ws PaCeQlre and sball be processed 
b tollows 

followmgasneeded a) 
completed rewew c ~ m m e ~ t  
resoluuon dacumenmm 
b) draft doaunent 
submitted for rewew, c) 
JUSU~&OEI far revman d) 
venfiauim and valrdptiao 
e) elearam copy of 
appromidocumeat e) 
R M R s c o a ~  


